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Figure 1 Welcome 

This is an example of the SII contract welcome screen, authorized users shall: 
 

• access the FSA Internet Web site at www.fsa.usda.gov/tobacco 
• click “SII CONTRACT PROCESSING”. 
 
Important: Do not access SII CONTRACT PROCESSING by typing URL into the dialogue box. 
 
Select the “Choose Participant” link and the “Select Participant” screen will be displayed. 
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Figure 2 Select Participant 

 
This is an example of the “Select Participant” screen. 
 
The “Select Participant” screen will be used to access the TTPP Account Holder’s account to begin processing SII contract transfer 
requests.  Only the successor in Part B of CCC-962 should be selected as the participant. 
 
Note:  The user may be associated with more than one TTPP Account through the eAuthentication eRepresentation role(s) that were 
requested by the TTPP Account Holder.  Only the eAuthentication user associated accounts will be displayed.  If your TTPP Account 
is not displayed here contact the National Tobacco Processing Center at 800-673-2331 and ask for assistance with eRepresentation. 
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Figure 3 Participant Summary 

 
This is an example of the “SII Participant Summary” screen. 
 
To add a contract to the account, click on the “Add Contract” link and the “Search Contract to Add” screen will be displayed. 
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Figure 4 Search Contract to Add Without Immediate Transfer 

 
This is an example of the “Search Contract to Add” screen. 
 
Enter the contract number in the “Contract Number” box, select “no” to immediate transfer to Part-C successor, and click “Search”. 
 
The contract information to be transferred will be displayed on the “SII – Add Contract” screen. 
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Figure 5 Add Contract Display for A to B 

 
This is an example of the “SII – Add Contract” screen. 
 
Review the screen to ensure that the contract number entered is the contract the successor is purchasing from the transferor. 
 
If the contract information is correct, click “Add”, the “SII – Add Contract” confirm add screen will be displayed. 
 
If the contract information is not correct, click “Back” to return to the “SII – Add Contract” screen to enter the correct contract number. 
 
 
Note:  DO NOT USE THE “BACK ARROW” BROWSER BUTTON ON THE TOOL BAR. 
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Figure 6 Add Contract Confirmation for A to B 

 
This is an example of the “SII – Add Contract” confirm screen. 
 
If the information is correct, click “Confirm Add”, the contract will be added to the successor’s account and displayed at the bottom of the screen. 
 
The participant can click “Print CCC-962” to print a PDF of the approved CCC-962.  A tracking number is located at the bottom of the PDF. 
 
If the contract information is not correct, click “cancel” to return to the “SII – Add Contract” screen to enter the correct contract number. 
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Figure 7 Add Contract Search with Immediate Transfer 

 
This is an example of adding a contract with an immediate transfer to the subsequent successor listed in Part-C. 
 
Enter the contract number in the “Contract Number” box, select “yes” to immediate transfer to Part-C successor, enter the Part-C 
Account Number and click “Search”. 
 
The “SII – Add Contract” screen will be displayed. 
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Figure 8 Add Contract Display with A to B to C 

 
This is an example of the “SII – Add Contract” screen which will display transferor, successor and subsequent successor information for review. 
 
Review the screen to ensure that the contract number entered is the contract the successor is purchasing from the transferor and immediately transferring to the 
subsequent successor. 
 
If the contract information is correct, click “Add”, the “SII – Add Contract” confirm add screen will be displayed. 
 
If the contract information is not correct, click “Back” to return to the “SII – Add Contract” screen to enter the correct contract number. 
 
Note:  DO NOT USE THE “BACK ARROW” BROWSER BUTTON ON THE TOOL BAR. 
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Figure 9 Add Contract Confirmation with A to B to C 

 
This is an example of the “SII – Add Contract” confirm screen. 
 
If the information is correct, click “Confirm Add”, the contract will be added to the successor’s account as sold and displayed at the bottom of the screen. 
 
The participant can click “Print CCC-962” to print a PDF of the approved CCC-962.  A tracking number is located at the bottom of the PDF. 
 
If the contract information is not correct, click “cancel” to return to the “SII – Add Contract” screen to enter the correct contract number. 
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Figure 10 Search Contract to create PDF transaction detail report and to print CCC-962 forms 

 
This is an example of the “SII – Search Contract” screen. 
 
Select “View Contract” link and the “SII – Search Contract” screen will be displayed. 
 
Participant may view contracts by selecting: 
 

• Account Type 
• Contract Sale Status 
• Contract Value Range 
• Contract Number Range 
• Purchase Date Range 
 
Participant shall enter the selection criteria, click “Search”.  The “Search Contract Results” will be displayed. 
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Figure 11 Search Contract Result to Print 962 

 
This is an example of the “Search Contract Result” screen. 
 
Note:  A future enhancement will allow participant to batch print approved CCC-962 PDFs. 
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Figure 12 Purchased and Sold Contract Report 
 
This is an example of the TTPP Account Summary Report. 
 
Note:  A future enhancement will allow the participant to download this information. 
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Figure 103 CCC-962 Part A and B 

 
This is an example of the top portion of the “approved” CCC-962 in PDF.  This form may be printed more than one time by selecting, 
Print CCC-962”. 
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Figure 14 CCC 962 Approval and Signature 

 
This is an example of the bottom portion of the “approved” CCC-962 in PDF.  The confirmation number is located directly below 
item 32 and will be used to track the transaction when necessary. 
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